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A number of programs and benefits 
are available to you as an employee in 
the Public Service, which protect you 
against loss of employment income 

if you are forced to be absent from work. 
Examples are insurance against long- 
term disabilities, leave with pay when 
you suffer a work-related illness or 
injury, and sick leave with pay when 
you must be absent from work because 
of sickness or an off-duty injury. 


This pamphlet has been prepared to 
provide you with information on your 
paid sick leave, including an 
explanation of the purpose of sick leave 
and a description of the manner in 
which the sick leave program is 
administered. 


What is the purpose of paid sick leave? 


The purpose of paid sick leave is to ensure that, if you 
are forced to be absent from work because of illness or 
injury, you will not be without income —at least fora 
period related to the length of your service and 
previous usage of the benefit. It is a type of insurance: 
there must have been an occurrence over which you 
had no control (that is, sickness or injury) before you 
are entitled to claim benefits. 


What are management’s responsibilities in 
regard to sick leave? 


It is the responsibility of management to ensure that 
sick and injured employees are authorized the sick 
leave benefits to which they may be entitled, and that 
sick leave is not authorized for other than its intended 
purpose. 


But sick leave is costly, in terms of money, in terms of 
time lost and in the consequent effect on 
productivity. Management is concerned that sick 
leave should be authorized only in cases where the 
degree of sickness or injury is severe enough to 
prevent you from working — or, in some cases, where 
your attendance would pose a threat to fellow 
employees because of a danger of accident or the 
possible spreading of your illness. 


What are my responsibilities 
in regard to sick leave? 


The sole purpose of paid sick leave is to protect your 
income when sickness or off-duty injury forces you to 
be absent from work. 


It is clearly to your advantage to retain as many sick 
leave credits as you can so that, if you ever are forced 
because of sickness to be absent from work for a 
lengthy period, your loss of income will be 
minimized. 


You have the responsibility, when you are sick, to 
make use of sick leave to the extent necessary to 
recover your health sufficiently to return to work. You 
also have a responsibility to your employer, to your 
fellow employees, and to the taxpayer: that you only 
take sick leave when your sickness or injury prevents 
you from coming to work. 


Where do I find the rules and regulations 
concerning my sick leave coverage? 


If you are represented by a union, your paid sick leave 
entitlements are set out clearly in your collective 
agreement. If you are not subject to collective 
bargaining, your sick leave entitlements are set out in 
the compensation plan approved by Treasury Board 
for your occupational group and level. 


The collective agreements and compensation plans 
explain how you may accumulate paid sick leave 
credits and the conditions under which paid sick 
leave may be authorized. What follows in this 
pamphlet is a general summary of the sick leave 
provisions as they exist in most agreements or 
compensation plans. To find out exactly how these 
provisions apply to your group and level, you should 
read the agreement — or compensation plan — as 
appropriate. 


How do I qualify to receive paid sick leave? 


You qualify to receive paid sick leave only when 
you are unable to come to work because of sickness 
or injury, or when your condition might pose a 
possible threat to the health or safety of other 
employees. 


How long may I receive paid sick leave? 


You may receive paid sick leave fora period up to the 
number of days of sick leave credits which you have 
accumulated. 


What are sick leave credits? 


Sick leave credits are simply a record of the number of 
days during which your employment income will be 
protected during future illness. The benefits are paid 
only where there is illness or injury and that illness or 
injury prevents you from working. Unless you have 
such an illness or injury, you cannot use your sick 
leave credits. 


How do sick leave credits accrue? 


With few exceptions, collective agreements and 
compensation plans specify a monthly credit of 1% 
days for each month in which you receive at least ten 
days’ pay. It is therefore possible for 15 days of sick 
leave credits to accrue to you each year. 


Can sick leave credits be accumulated? 


Yes. Sick leave credits accumulate from month to 
month and from year to year. There is no maximum 
on the number of days of paid sick leave credits which 
you may accumulate. Each time you take sick leave, 
that number of days is deducted from the total of your 
accumulated credits. Unused credits are carried over 
from one fiscal year to the next. 


Are “specified period” (i.e. term or 
temporary) employees entitled to paid 
sick leave? 


If you are employed for a specified period of six 
months or more, sick leave credits accrue to you: if you 
became ill you would qualify to receive paid sick 
leave. If the period for which you are employed is less 
than six months, sick leave credits would still accrue 
to you, but you would not qualify to use them for paid 
sick leave unless your employment were extended 
for a period beyond six months. 


When I am granted paid sick leave how 
much benefit do I get? 


You receive pay at your full standard rate (less the 
usual deductions) for each day of authorized sick 
leave. 


How many days must I be off sick before 
I can draw on my sick leave credits? 


When you are sick, there is no waiting period for your 
sick leave benefit, always provided that you have the 
sick leave credits in the first place. But see the answer 
concerning specified period employees (above) and 
the next question. 


How can I find out how many sick leave 
credits I have? 


Subject to any limitations set by your department or 
your collective agreement as to the frequency of 
requests, you may ask your supervisor for a statement 
of your accumulated sick leave credits and a 
statement of usage in the current year. You may find 
the chart, at the back of this pamphlet, useful for 
keeping an informal personal record of your sick 
leave credits and usage. 


What happens if I am sick and do not have 
enough sick leave credits to cover my 
period of absence? 


Most collective agreements and compensation 

plans provide that management may advance you a 
period of paid sick leave, usually up to 15 days, ina 
situation where you are ill but your sick leave credits 
have been exhausted before you have recovered. Any 
such advance is recoverable from future sick leave 
credits. Most agreements also provide that if your 
employment terminates before you have enough sick 
leave credits to repay the advance, the sick leave pay 
advance will be recovered by the government, as your 
employer, from any moneys payable to you. However, 
when the reason for termination is lay-off or death, 
the advance is not normally recovered. 


What happens if I am sick when a period of 
advanced paid sick leave expires? 


If you are still ill when all paid sick leave ceases, but it 
is expected you will eventually be able to return 

to work, you may be authorized a period of sick leave 
without pay at the discretion of your Deputy Head. 
This will not provide income for you but it will 
protect your employment status in the public service 
to the end of that authorized period. 


How much sick leave without pay is authorized for 
you is a matter for management to decide. It will 
depend upon the nature of your illness or injury, how 
long it is likely to be before you recover sufficiently to 
return to work, the operational requirements where 
you work, and other relevant factors. 


Remember that, if you are a member of the Disability 
Insurance Plan or covered under the Long-term 
Disability Insurance section of the Public Service 
Management Insurance Plan, you may be entitled to 
insurance benefits from that source after your sick 
leave credits have been exhausted and you are on sick 
leave without pay (see page 10). 


Do I need to have a medical certificate to 
qualify for sick leave? 


This is not usually required if you are absent for three 
days or less, unless you are otherwise informed by 
your department. But even so, you are required to 
sign a declaration that during the period of absence 
you were ill (or injured) and unable to report to work. 
However, depending on the circumstances, a medical 
certificate may be required for any period of paid 
sick leave; and of course you may, if you wish, provide 
a medical certificate for every such absence. 


If you are away sick for more than three days, or if you 
have already taken seven days of uncertified (no 
doctor’s certificate) sick leave in the same fiscal year, 
then you must produce a medical certificate relating 
to your absence. The form normally used for this is 
NHW 500, Physician’s Certificate of Disability for 
Duty. 


Is personal medical information kept 
confidential? 


Yes. The nature of your illness is not shown on that 
portion of Form NHW 500 which you attach to 

your application for sick leave. The tear-off medical 
report section of Form NHW 500, which may be 
submitted by your physician to the Medical Services 
Branch of Health and Welfare Canada, is kept in 
confidence by that Branch. 


What happens if I need a medical certificate 
but can’t obtain one? 


If you are unable to provide medical certification for 
an absence in respect of which a certificate is 
required, you will have to satisfy your supervisor that 
you were in fact unable to report to work on account 
of illness or injury, and that the reasons for not 
providing the certificate were indeed beyond your 
control, before your supervisor will be able to 
recommend approval of your leave. 


Your supervisor may request, at a personal interview, 
the reasons for your absence and for your inability to 
provide a medical certificate; you may also be 
required to declare these reasons in writing. If your 
reasons appear satisfactory to your supervisor, he or 
she may then recommend that paid sick leave be 
authorized — subject to the approval of your depart- 
mental personnel advisor or senior departmental 
management. 


However, if your supervisor is not satisfied, you may 
be referred to the Medical Services Branch of Health 
and Welfare Canada for assessment of your medical 
condition. 


How do I apply for sick leave? 


If you have been sick or injured, or if you know in 
advance that you will be absent for medical reasons 
(such as a forthcoming period of hospitalisation), you 
must complete the form of application for sick leave 
approved by your department or agency. 


If the period you are requesting is not medically 
certified sick leave, you must declare that you were ill 
and unable to work because of illness. For medically 
certified sick leave, you must attach Form NHW 500 
completed by your physician. Both forms may be 
obtained from your supervisor. 


Who authorizes payment for sick leave? 


This varies from department to department. In some 
instances, your immediate supervisor recommends 
the authorizing of sick leave but payment is approved 
by personnel advisors; in other instances, approval of 
payment is given at some other level of authority. In 
virtually all cases, however, it is your immediate 
supervisor who recommends that paid sick leave be 
authorized. 


What else am I expected to do in connection 
with sick leave? 


— when you are unable to come to work because of 
illness, you must arrange for your supervisor to be 
notified promptly that you will be absent; 


— you should ensure that you are requesting sick 
leave only when you are genuinely ill and unable 
to work; 


— incertain circumstances, and where you are 
required to do so, you should report personally to 
your supervisor after every absence due to 
sickness or injury; 


— if you are frequently ill, your supervisor will 
welcome the opportunity to discuss, in general 
terms (and in confidence), the reasons for your 
absence and the measures you are taking to 
overcome the problem; 


— you may be required to report to the nursing unit 
after any illness of seven or more calendar days; 


— be open to any suggestions which your supervisor 
makes regarding a referral, through appropriate 
channels, to the Medical Services Branch of 
Health and Welfare Canada to complement the 
treatment or advice you may be receiving from 
your own medical practitioner. 


How does paid sick leave fit in with 
Disability Insurance and Long-term 
Disability Insurance? 


The Disability Insurance Plan and the Long-term 
Disability Insurance portion of the Public Service 
Management Insurance Plan were mentioned earlier 
in connection with sick leave without pay. These 
plans are designed to protect a substantial portion of 
earnings which would otherwise be lost if you are 
disabled for an extended period. If you are insured 
under these plans, the benefits become payable when 
your paid sick leave credits are used up. However, if 
you have less than 13 weeks of sick leave credits, they 
become payable only after 13 weeks of disability. 
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Once these insurance benefits become payable, 
termination of employment does not mean 
termination of benefits, provided that you are still 
disabled as defined in the plans. For more 
information on these insurance plans, consult your 
personnel office. 


What does the Medical Services Branch of 
Health and Welfare Canada do in 
connection with sick leave? 


The service provided by the Medical Services Branch 
coordinates the interests of the employee, the role of 
the family physician, and the concerns of 
management. This has been found, over the years, to 
result in the maximum of health protection for 
employees and at the same time to be effective in 
overcoming health and medical problems related to 
the workplace. 


Sick leave is thus a logical concern of the Branch, 
which employs physicians, nurses and para-medical 
personnel, located in Public Service Health Units and 
health clinics, to provide federal employees with 
occupational health services. 


All personal medical information is maintained ina 
special — and confidential — medical filing system, 
separate from personnel or general administration 
information systems. 


Why should I report to the Medical Services 
Branch when my regular medical care is 
provided by my own physician? 


As mentioned earlier, under certain circumstances 
your department may refer you to the Medical 
Services Branch, where you will be able to explain 
your problem in confidence to the medical staff. For 


EL 


some employees, a thorough examination and 
disability assessment will be made, either by a 
physician of the Branch or by a physician delegated 
by them. In addition, recommendations relating to 
your resumption of duties, consultations with your 
own family physician, or supportive treatment under 
supervision, may all be arranged through the Medical 
Services Branch. 


The occupational health personnel will explain to 
management, in practical terms, the implications for 
work of particular medical disabilities. In some cases, 
the Branch may provide long-term treatment or other 
support. In all cases, however, medical details will 
remain confidential. 


How is sick leave administered? 


The Treasury Board, as employer, is responsible for 
the formulation of policy on sick leave provisions, its 
administration, and the evaluation of sick leave 
policy. The general topic of sick leave and its 
administration is also a subject of regular 
consultation between management and employee 
associations through the National Joint Council. 
Departments and agencies are responsible for the 
day-to-day administration of sick leave policy in 
accordance with collective agreements and the 
guidelines issued by the Treasury Board Secretariat. 


The Treasury Board Secretariat will use data on sick 
leave, made available through the Personnel 
Management Information System, to monitor and 
analyse sick leave usage throughout the Public 
Service. The analysis will be made by various 
categories, such as age, sex and occupational group. 
This is intended to help in determining whether there 
are any problems in sick leave usage — and if so, 
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where — and to indicate to departmental 
management where remedial action is called for. 
Each department will be able to compare its own sick 
leave usage with that across the Public Service. 


Because paid sick leave is a costly benefit, your 
employing department is expected to ensure that sick 
leave usage is confined to its intended purpose. 


Any further questions? 
If you have any questions concerning sick leave that 
are not answered in your collective agreement or 


compensation plan, or this pamphlet, you should 
address them to your supervisor or personnel office. 
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Individual Record of Sick Leave Credits 


You may find this chart useful as an informal record 
of your sick leave. It will help you remain aware of 
how much you have used, and why. 


Sick leave! Dates of | Nature of If Credits 
credits | sickleave| illness | Certified left 
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